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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Russell Mills
	SUPERVISOR'S CLASS: CEA III
	personnel analyst: Kim De Mille
	personnel date: 01/13/10
	PERCENT OF TIME: 40%
	activity: POSITION SUMMARY:The Associate Accounting Analyst in the CERS Financial Operations Unit, under supervision of the Chief, Financial Management Office,  is responsible for monitoring, validating and providing accurate data for cash management of the Electric Power Fund. This position requires understanding of the Bond Indenture for $10 billion Power Revenue Bonds, familiarity with accounting processes, the energy business, and utility operations. The position requires the preparation and development of technical studies to determine actual and future cash flows within the Energy Funds for both power operations and debt service as well as analysis of investments both at the State Treasurer's Office and other fiscal institutions. ESSENTIAL FUNCTIONS:This position requires that the incumbent possess a high level of analytical skills including use of Excel; knowledge of financial accounting principles and financial reporting requirements; excellent communication skills; knowledge of governmental accounting processes including those for payables, receivables, general ledger, and financial reporting; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships; maintain regular, consistent, predictable work hours, and exercise good judgement. The specificessential duties are:Financial Operations - Monitor and analyze accounting activities required to ensure the proper and full accounting for the $5 billion annual operating budget of the DWR Electric Power Fund; Identify discrepancies and facilitate correction of discrepancies utilizing knowledge of CERS Funds and CERS financial records maintained in SAP accounting system; insure maintenance of minimum required fund balances; initiate and monitor transfers between various accounts as required by the bond indenture; monitor cash flow to assist in forecasting future financial position to assure compliance with the bond indenture. Serve as liaison with Fiscal staff at headquarters.Revenue Requirements - develop, maintain, update and analyze the Excel based financial model maintained to 1) track the flow of CERS operations against the current revenue requirement and 2)forecast future revenue requirements.  Analyze Excel data maintained in invoice tracker system, revenue requirement financial model, bond reporting system, and SAP accounting records.   
	classification: Associate Accounting Analyst
	appointee: Vacant
	dwr position number: 1230-4588-xxx
	sap personnel no: 
	sap position number: 50022788
	division: CERS/Reporting and Revenue Requirements
	mcr: 1
	percent 2: 30%15%10%5%
	activity2: Revenue Requirements - develop, maintain, update and analyze the Excel based financial model maintained to 1) track the flow of CERS operations against the current revenue requirement and 2)forecast future revenue requirements.  Analyze Excel data maintained in invoice tracker system, revenue requirement financial model, bond reporting system, and SAP accounting records.  Reporting - provide back-up support for the preparation of monthly reports to the California Public Utilities Commission, quarterly and annual financial statements for the DWR Electric Power Fund to the rating agencies and bond investors, and annual reports to U.S. Department of Energy; review and analyze statements for reasonableness and implementation of any adjustments necessary to correct financial statement presentation; effectively communicate and interpret the numbers and relationship in the financial reports; work with auditors from control agencies, state agencies, external auditors, and DWR Internal Audit Office.Meet required deadlines by performing independent work; assist supervisor as necessary to provide accurate data to assure timely completion of special projects; participate in the design and development of specialized accounting requirements in the implementation of integrated software; monitor various energy settlement escrow accounts.Provide back-up and assistance as needed for processing power, gas and administrative cost invoices and related revenues billings to counter parties, contract vendors, consultants and various others parties.OTHER RESPONSIBILITIES:This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.SPECIAL REQUIREMENTS:Must be able to work under stressful situations. Must be able to work cooperatively with others, maintain regular, consistent, predictable attendance and exercise good judgement. Skilled at the use of a personal computer and ten key calculator. Able to handle, retrieve, maintain, and re-file vendor files. Telephone etiquette techniques.
	supervisor name: Russell Mills
	employee name: Vacant


